OPERATIONAL SERVICES DIVISION Training Quick Reference Guide

How to Find Open/Rolling Enrollment Bids When Logged in COMMBUYS

Although vendors usually may locate Bids using Advanced Search functionality when logged in COMMBUYS, there is
a different process to find Open/Rolling Enrollment Bids.

To find an Open/Rolling Enrollment Bid, select the “Bids” tab in the top left corner of the COMMBUYS dashboard,

and then select “Open/Rolling Enrollment.”
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On the next screen, select the “Go” button.
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This will return a list of bids displayed in descending order by Bid number (#). Use the last four digits of the Bid # to
identify the appropriate page within the Bid list.

Select the desired Bid # to view and respond to the Bid.
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